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Civilian Personnel
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1. PURPOSE. To establish policies and procedures and provide
guidance for awarding career service recognition devices to
eligible appropriated fund civilian employees.

2. 

APPLICABILITY. This memorandum applies to all civilian
employees assigned to organizations serviced by the Fort Sam
Houston (FSH) I Civilian Personnel Advisory Center (CPAC).

3. REFERENCES. Army Regulation 672-20, Incentive Awards.

4. GENERAL. Army Regulation 672-20, states that career service
emblems (pins) and Office of Personnel Management (OPM)
certificates will be awarded to civilian employees in recognition
of career Federal service. Certificates for career service
recognition are OPM Forms 101 through 110 (Certificate for
Service), and are available through organizational forms
publication sources. A listing of these OPM forms can be found
in chapter 10 of AR 672-20. Career service emblems are available
through the Government Supply Agency (GSA) and may be purchased
by Government credit card holders. These recognition devices
should be presented to eligible employees in an appropriate
setting.

5.

RESPONSIBILITIES.

a. Commanders will sign or delegate signature authority for
OPM certificates. Award certificates and emblems may be
presented in 5 or 10 year increments.

b. CPAC will

(1) Furnish organizations a computer printout to
identify employees due service recognition.

(2) Advise managers, on request, on award policies and
appropriate presentation of tenure certificates and emblems.
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Management will:

c.

(1 Complete certificates

(2) Plan and conduct suitable presentation for
certificates and emblems.

(3) Ensure an adequate inventory of certificates and
emblems is maintained.

5. 

This memorandum will remain in effect until superseded orrescinded.
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